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SECRETARIAL JOE ENRICHMENT
& ESTABLISHING POSITIONS AT
THE 1503 AND 15-04 LEVELs

QUESTIONS & ANSWERS

Q. I understand that, by 2 September 198¢, position descriptions for
1S-03 and 1S-04 secretarial jobs must be submitted to the Office of
pPersonnel. Can we continue tc submit the Directorate requests after that
date?

A. Yec. Tre 2 Septemzer cate is nct a final geacline btut rather a target
date so that Personnel can becin reviewing Directcrate recuests in time to
convert the positions to 15-03 or IS-04 during October 1966. Position
descriptions will be reviewed in the order they are received from the
Directorates. Ac additional secretarial pocitions are redesigned, new
position descriptions shoulé be submitted to document job enrichment.

C. What percentages are we aiming for by 2 September, the 10/20 percent
first year, or the 20/30 percent fourth year allotment for 15-04/1S-03
positione?

A. By 2 Septerber the Lirectorates will determine which positions will be
allocated at 1S-04 against the 10 percent ceiling constraint and which
will be IS-03 against the 20 percent ceiling constraint. However, it is
not too soon to be looking down the road to tentatively identify the
positions which will be allocated within the second, third, and four th
year position ceiling constraints. If more than 30 percent of the
secretarial positions at the IS-03 andé IS-04 levels can be identified anc
prioritized at this time, we will know the order in which to implement the
aacitional position upgrages.

Q. Should position descriptions also be writter for part-time positions?

A. Yes. Personnel recommends that position descriptions be written for
part-time work which is recular anc recurring. A separate 5 percent
ceiling constraint has been established for the comtined I1S-03 and I15-04
part-tine secretarial positicns in & Directorate and part-time secretaries
muct meet the same promotion criteria as full-time secretaries.
IGentifying the level of work for part-timers is as important for their
career advancement ac it is for the full-time secretary.

C. What happens if PMCL reviews & peoesition that nas been requestec at the
I1S-C3 or 1S-04 level ancé finds lower level work?

A. Initially, pceitions forwardec by the various career services for
placement at either the IS-03 or I8-0¢ level will be rlaced on the
steffinc complement at the IS-C3 level. PMCD will then begin to review
all reguesteé 1S-04 positions ané o a randon sample of the IS-03
positions. If the positiorn iz found &t the IS-3I4 level, the IS-03 cn the
staffing compiement will be ccnverted to an IS-04 position. If founc at
the 1S-03 level, it will renmzin as 1is.

Sanitized Copy Approved for Release 2011/05/09 : CIA-RDP90G00993R000200150003-6



Sanitized Copy Approved for Release 2011/05/09 : CIA-RDP90G00993R000200150003-6

If PMCD dGeternines that the position is at a lower level than
requested, the job evaluation reasoning will be provided to the manager
and secretary concerned through a scheduled feedback session.
Additionally, PMCD will attempt to identify areas in which job enrichment
can take place and what needs to be done to enhance the position. A
“contract" will be established between PMCD and the Component which will
include a time period during which the identified job enrichment elements
will be incorporated into the job. During thic period, the position will
be annotated with the footnote, "Pending Grade Feview" (PG). If, by the
end of thiec perioc, job enrichment efforts are unsuccessful in enhancing
the position, Personnel will advise the career service concernecd. The
career cservice then will have tc cdecide whether tc cortinue the enrichment
efforts or to identify another position for upgracing to replace the
position in guestion,

Q. Ac a rmanager, 1 want the position to be stronger, but frankly, what ac
1 do when the incumbent does not have the capabilities to be 15-03?

A. Most secretaries are fully capable of perforning at higher levels,
some are not. However, until there is an ectaclichec "contract" between
manacer &nc secretary which defines what the position reguires at the
IS-03 or 1S-04 level, the perception of a weak incumbent might very well
be the enployee's rcole ambicuity. One methoc tc determine the future
capabilities of the incumbent is for the manager to work closely with the
secretary in writing the position description. The manager must clearly
articulate the duties and responsibilities to be performed in the job and
how the performance will be evaluated in the performance apgraisal
report. This method of identifying the work will help define what career
development (on-the-job, OTE, or external training) the secretary needs to
become proficient and fulfill job expectations.

C. As a secretary, I want more challenging werk, tut frankly, my manager
doesn't seen to care or have the time. How can jot enrichment work for me?

L. Certainly the success of secretarial job enrichment must come from
open cormunication between secretary anc manager. However, this may mean
that the first step must be taken by the secretary. For examrle, the
secretary could take the initiative to write a draft position description
inclucing thcse job responsikilities that are not currently in the
position and make an appointment with the supervisor to discuss the
positior description. Personnel has distributec cuite & bit cf literature
on secretarial jot enrichment which can obtain frorn your Personnel Officer
to helr you write the position description.

N

Sanitized Copy Approved for Release 2011/05/09 : CIA-RDP90G00993R000200150003-6



Sanitized Copy Approved for Release 2011/05/09 : CIA-RDP90G00993R000200150003-6

It is important to emphasize that the secretarial job enrichment
program also helps management. 1t provides an opportunity to delegate

some of the administrative duties currently in the supervisor's job to the

secretary, thus freeing the manager's time for other work.

C. How do I write a position description to builé a position which is an

I15-02 to an 1S-03 or 1S-04?

A. PMCD has distritutec tc the Personnel Officers the following
literature for your use in writing position descriptions:

1) Secretarial Handbook, Appendix A, pages 19-3¢
2) How to Write Secretarial Position Description
3) Generic Secretarial Descriptions for 15-01 - 1S-04
4) Nine PMCD jobt enrichment evaluations for IS-03 anc
I1S-04 positions across the Agency (Directorate Demos)

Provide as many explicit examples of the work as possible which can
support the list of prirary anc secondary secretarial duties. A simple
regurgitation will not capture the responsibilities which have been built
into the secretarial position as a part of the jot enrichment procese.

Q. What general factors differentiate an 1S-02 position from an 1S-03 and

an 1S-03 position from an 15-04?

A. In the jobs PMCD has reviewed thus far which have becone the
"Directorate Demos," the following job elements seer to Gifferentiate the
levels:
1) Level of knowledge: What knowledoe does the secretary aprly to
perform the work?

2) Level of Independence: Does the position recuire a hich level of
independent decision-making in areas that dc nct have clear procedure
ancé policies or is the work carriecd out routinely with writter
guidelines provided? What authorities have been delegatecd by the
supervisor to act in the supervisor's stead?

3) Level of office management: Does the secretary manage the work
flow of the immediate office or does the office work flow involve
knowledce anc contrcl of processes outside the office, Directorate,
Acency? What "networking" does the secretery GC tc meet the miscsion
and functions of the office?

4) Level of research/information management responsitility: Tc what
degree does the secretary indepencently research information
manacenent svetens, ccllate Gata, and make preliminary decision:s abou

the data?

e

5) Level of supervisory responsitility: Tc what decree doez th
secretary supervise and guide the work of other

Cad
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6) The overall level of complexity of the job: Wwhat are the skills
and experience necessary to perform the work? Is the work
one-dimensional or multi-dimensional? Involve contact outside the

Agency, outside the immediate office, tasking of others in other
Directorates?

9. Q. This sounds like the Factor Evaluation System. Should I write the
position description in the Factor Evealuation Systen format?

A. Do not write the secretarial position description in Factor Evaluation
System format. All joks rave similar job elements nc matter what job
classification method is used to determine the level of work. We have
provided an easier format in which to write the position descriptions so
more time and effort can be devoted to identifying specific duties and
responsibilities which can enhance the secretarial position.

10. Q. Can you summarize the job enrichment program's division of labor
between PMCD ané the manager/secretary?

A. We envision our mutual commitment to the job enrichment program to
flow as shown below:

MANAGER/ SECRETARY PMCD
- — — — — — — — —— 5 pBrief Directorates/Offices
on Secretarial Job Enrichment
Write Position Description &~ — — — —
& Submit to Directorate Position
Panels

Panels submit list of IS8-3's & 4's
& PD's to PMCD

KN Convert requested positions to
IS-03's on staffing complement
Conduct Job Review of PD's
Continue Developing Secretarial
Job Classification Benchmarks
Set Up Audits of all 1S-04's
—_— e e e —— — —— anc selected 15-03's.

|
| Confirm IS-03's and establish
| IS-04's on staffing complement

Feedback on audit findings with PMCD wWork with Components on
— —- enhancing secretarizl jokts,

i
1 implementing when redesignred
\ 2

Identify job coals anc treininc for

secretary

Set up time line for job enrichment Distribute updatec Jot

Revise PD's where necessary Descript%fns to Directorates
L PMCT follow-yp audits

[$)]

rlementatior. of Fysé ceiling
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11. Q. Wwho can 1 contact for additional information and assistance?

A. You can contact your Component Personnel Officers who have been
briefed on the new Secretarial Career System and the Job Enrichment
Progranm. They can provide you with the job enrichnent literature defined
in Question 7 as well as answer particular questions you may have. For
further guidance during the position description review and jot enrichment
exercise, PMCD will be working closely with you. Tre Job Enrichment

STAT Specialists in PMCD can be reached on extension

‘1}

(WA
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